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. APPLICATION FOR RECORDS RETENTION SCHEDULE 

. m o f  sni 
Brian b t a m  

' . GEORGIA DEPARTMENT OF HUMAN.RESOURCES t 
OFFICE OF ADMINISTRATIVE SERVICES 

6. Records Serial Tik ffolbrved by tltb uwd In offim; fl dltfmnt) 

I RECORDS MANAGEMENT UNIT - 
For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6564976 GIST: 2214983 

. .  

t o  Famil ies  and Children Unit /2nd 
on Avenue, N.E. 

1973 ro presen t  I Approval of Service Provider f o r  Fos te r  Care/ Day Care F i l e s  
,. Division and Off io Function Wh: u tho funaion Of rho Division and the Office in which this w d  =r!a i: mated? 

The Specia l ized  Serv ices  Sect ion,  through the Supervis ion of 1 9  S t a t e  District Di rec to r s  and 
159 County Di rec to r s  of Departments of Family and Children Serv ices ,  has the r e s p o n s i b i l i t y  
f o r  overseeing the  f i e l d  a d m i n h t r a t i o n  of Serv ices  Services t o  
Adults; Work Incent ive  Program (WIN); Support Program; and the S t a t e  Placement Program. 

The Services t o  Famil ies  and Children U n i t  has  r e s p o n s i b i l i t y  for program planning and de- 
velopment of s o c i a l  s e r v i c e s  f o r  f d l i e s  and ch i ld ren  i n  t h e  areas of f o s t e r  care, adop- 
t i ons ,  child p r o t e c t i v e  services, services t o  expectant  pa ren t s ,  c h i l d  day care, and family 
counseling services designed t o  strengthen the family. 

t o  Fami l ies  and Children; 

. 
8. Record' series ~)ncnp:ion  hi: f i h  mnmins the following document: f i n c i h  form numbrt md t i t i G + ~ n v ~ :  Attech rsmplsc of the fib. 

Documents relating to: 

Included are. form 565 (4-77) (Service Provider Approval/ Authorization) which shows provider 

approving service providers  f o r  f o s t e r  care/ day care. ' 

name ( ind iv idua l  and business  name),-address, telephone number, type of service, type of 
approval, and approval as t o  number, ages,  and sex of ch i ldren ,  e f f e c t i v e  da te ,  and d a t e  
of termination of approval;  name, t i t le ,  c i t y ,  s igna tu re  of authorized agency representa-  
tive. > 

I 

TIN fib i( * " ~ p e d  : a lphabe t i ca l ly  by county; 
f o s t e r  parent .  

thereunder, a lphabe t i ca l ly  by name of 

i%nthly R s t n i n a  Rmta Horv Often m maardr nfsmd to which m: 
On 10 oix montha old 1 - 6  : S n r m m t w s l m m m t t u o ~  ; Thimen m nrsnty-fwr months old 
h*nry.fin m o n h  end olkr I 



d. Auditpukd VSart. 
a. Mrninirmtiwrred 3 ysari. 
f. F d w J  mmntlon lnmucclons ywr 

ANch copy or ax- of *M or mgulnionr ExpWn Ylrnininratiw need. 

c o n f i d e n t i a l i t y  po l i cy  - provider  personal  information shown 

2 Appro.vld DipoJtbn Instruction1 Ths awnw nwmnundl that the file s o h  b cut off at  the and of each: 
OCaIendsr Yew; 0 Fircsl Year; Othn see fol lowing then. 

. inactive f i l e ;  c u t  off  i n a c t i v e  . f i l e  a t  end of each f i s c a l  year;  Vurbhthen 0 Hold In the m m n t  files erne 
0 lrmsfer to Iwl holdinp a m ;  hold 
0 Transfer to Sun Rawrdi  Csnnr; hold 

0 Oanrov . hold 2 years;  then  destrpy.  
0 Transfer to Sun Archiwsl for psrnunent ratantion. 
0 0th i.%vc~fv) 

mmth(11 

. . . . . . . . hold i n  c u r r e n t  f i l e s  area 1 yurbl; then 

~ e r M ;  then . year;  t r a n s f e r  t o  S t a t e  Records Center; 

'Dis t r ic t  and County Off ices  
Cut $ff f i l e  a t  end of each calendar  year ;  
hold i n  c u r r e n t  f i l e s  area 1 year ;  iorm 565--(received from count ies )  then 

Management Development Sect ion destroy.  

.Accounting Serv ices  ( o r i g i n a l  .copy) 
Upon completion of en te r ing  information - 
i n t o  the d a t a  processing system, t rans-  . 
f er t o  Spe t i a l i zed  Services  Section. 

Cut o f f  f i l e  a t  end of each f i s c a l  year ;  
hold i n  c u r r e n t  f i l e s  area 3 years ,  o r  
u n t i l  a l l  a u d i t  ques t ions  have been re- 
I Special ized Serv ices  Sec t ion  Bolv_edL then destroy.  

As soon as information is entered  on 
t h e  summary form, p l ace  form 565 i n  

* P r i n t o u t  (received monthly) 

Upon r e c e i p t  of new p r i n t o u t ,  des t roy  a l l  
copies  of previous p r i n t o u t  - Th.rs innrumion1 awlv to 811 prior and futun rccumulatlena of the nriai. 


